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INTRODUCTION AND OVERVIEW 
I INTRODUCTION 
The present study was the outcome of a keen desire 
to study analytically the activities relative to the func-
tions of' the Director and Assistant Director of Nursing 
Service. This was desired as a basis for the reapportioning 
of' their time more advantageously and as a foundation for 
further improvement of the Nursing Service Administration in 
a selected hospital. It would also serve to furnish compar-
ative data for a follow-up study. 
A contributing interest was to provide data whereby 
the faculty of' Boston University School of' Nursing could 
evaluate the content and amount of' experience available at 
the selected hospital for the purpose of' establishing an 
internship or base field experience in Nursing Service 
;,Administration. 
The publishing of the United States Public Health 
Service manuals describing methods for analyzing Head Nurse 
.Activities, acted as a stimulus for exploring the 
I adaptation o:f these methods in studying other types· o:f nurs-
1 2 ing positions. ' 
This thesis is concerned with the application o:f 
these methods in investigating the :functions o:f the Director 
and Assistant Director o:f Nursing Service. 
II STATEMENT OF THE PROBLEM 
What are the actual everyday activities o:f the 
Director and Assistant Director o:f Nursing Service in a 
selected hospital? 
Will a detailed analysis o:f these activities provide 
the necessary data :for appraisal o:f the :fulfillment o:f their 
:functions and indica~e need :for reallocation o:f activities? 
In terms o:f optimum attainment o:f the objectives o:f the hos-
pital and the nursing service is the time and e:f:fort o:f these 
two persons well spent? 
III PURPOSE OF THE STUDY 
The main purposes o:f the study were: 
1. To develop a method (using as a guide the United 
1. Public Health Service, Bureau o:f Medical Services, 
Division of Nursing Resources. 11 Head Nurse Power and How 
to Use It~" Washington, D.O., Federal Security Agency, 
June 1951 
2. Public Health Service, Bureau o:f Medical Services, 
Division o:f Nursing Resources. 11 The Head Nurse Looks At 
Her Job, n Washington, D. 0., Federal Security Agency, 
January 1952, p. 80 
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States Public Health Head Nurse Activities Studies) by which 
the nursing service administrative personnel might period-
ically study their activities in order to determine whether 
they were performing their functions efficiently.1 
2. To review the data secured through analysis in 
light of selected criteria for acceptable nursing service 
.f"Wl.ctioning. 
3. To make proposals for modification of present 
practices if n~ed ~or such was found. 
It wasLanticipated that the study would serve a fur-
ther purpose. It should supply to Boston University School 
of Nursing, Departm~nt of Administration of Nursing Service, 
information necessary in considering the desirability of 
utilizing this.· agency in the preparation o.f directors or 
assistants either for field experience or on a residency 
basis. 
IV SCOPE OF THE STUDY 
This investigation was concerned with the ongoing, 
everyday activities of the two nurses responsible .for the 
overall administration of Nursing Service in a selected hos-
pital; namely, the Director and Assistant Director of 
Nursing Service. In a smaller hospital these activities 
l. Ibid. 
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would probably be performed by one person, the Director of 
Nursing Service; whereas in a larger organization they might 
be distributed over a greater number of assistants. This 
study was concerned with a detailed analysis of the activi-
ties carried qut in the day-to-day performance of functions 
by the Directo~ and Assistant Director as determined by the 
shadowing tec4nique over a two~week period. The methods des-
cribed by the United States Public He·alth Service in its 
st.udy of Head ;Nurse. Power (mentioned in the Introduction) 
were adapted t_o the present study. 
Activities and functions occurring periodically but 
widely spaced (so that they did not fall within the two-week 
period of this Btudy), such as annual budgetary planning and 
quarterly review of the budget in operation, were not consid-
ered in the detail of time spent. These usually occupy large 
blocks of time and are easily identifiable without close 
shadowing. 
One of-the purposes of the study was to determine the 
extent to which the ~ethods described in the United States 
Public Health Head ~urse Activities Studies could be applied 
to the analysis of activities in positions other than that 
of Head Nurse •. The.code for the Head Nurse Studies, not ap-
plicable to this present study, .was altered; therefore, a 
detailed description of the altered code and explanation of 
terms used have. been included in Chapter IV. 
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V PREVIOUS STUDIES 
From time to time various analyses of nursing in hos-
pitals have been made. However, none was f'ound, based on 
.facts gathered frbm' use of the shadowing technique, which 
dealt with the activities of the Director o.f Nursing Service 
specifically. 
VI LIMITATIONS OF THE STUDY 
Staffing difficulties were a limiting factor since 
the Surgical Nursing Supervisor was on leave of absence for 
study and the position of' Medical Nursing Supervisor was 
vacant, due to the fact that qualified applicants for this 
position were not available. There were also f'ifteen full-
tlffie staff nurse positions vacant which necessitated the 
employment of as many part-time nurses as could be procured. 
This situation res_ulted in an excess of time consumed in the 
staffing area of activity. 
Considerable time was spent in directing and assist-
ing with purely cl~rical activities due to the fact that the 
secretary for, the department had been in that position but 
two weeks at .the onset of this study. 
However, it was felt that various limiting factors 
would consistently be present and that the Nursing Service 
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Administration would function regardless of the staffing 
vacancies. It seemed that existing limitations were typical 
and therefore a true record of the functions and activities 
of the director and her assistant could be procured. 
Review of the data secured through analysis in light 
of selected criteria for acceptable nursing service functions 
was necessarily quantitative (in terms of amount of time 
spent) whereas.a desirable analysis would have been qualita-
tive; therefore, an attempt to secure the latter was made by 
examining patients' questionnaire replies, percentage-of 
staff turnover and nursing care costs for the year 1952. 
VII PRESENTATION 
The point of view underlying this investigation is 
presented in Chapter I. The available applicable literature 
is reviewed in Chapter II. Chapter III is devoted to a dis-
cussion of techniques which were employed in gathering data 
and Chapter IV consists of a presentation and analysis of the 
·data collected. In Chapter V findings are summarized, con-
clusions drawn, proposals for changes where indicated w:e~ 
made, and suggestions for further studies are given. 
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CHAPTER I 
POINT OF VIEW UNDERLYING THIS STUDY 
Like many other institutions, the hospital in which 
this study was carried out has f'or one of' its purposes, 11 To 
" 1 provide facilities for medical J?esearch.n The Nursing 
Service Department in this same hospital likewise has as one 
of' its purposes, 11To participate in nursing research pro-
2 gr aJ!lS. 11 
"Research means getting facts and organizing them. 
These f'acts are largely time and measurement. 113 Goodell also 
said that ntime studies should be undertaken by nurses and 
not superimposed on them. Doing.such studies makes for a 
high sense of responsibility and of promise for continually 
4 
rising professional status .. u The present study was under-
-taken by the p~rsons who were carrying out the duties in the 
administrative '>posi tiona being analyzed. 
Nelson, in his article 11 Changing Concepts of 
.Administration, 11 wrote that 11 the search f'or better ways 
1. New England Center Hospital, 11 0bjectives,tt Appendix 
2. Ibid. 
3. Frances Goodell, ttResearch Of, By and For the Nurse, 11 
American Journal of Nursing, 32: 1019-22, October 1932. 
4. Ibid., pp. 1019-22 
the tendency to continuously look for improvements 11 was one 
of the essential requirements for modern admin1stration. 1 
Bixler has written that ttresearch must precede 
changes and must furnish the ingredients by which changes 
are plotted.n 2 The writer fully agreed with these concepts 
and desired to analyze her present practices before planning 
changes. 
11
.Administration at its best exhibits a finite frag-
ment of human creativity striving toward its own kind of per-
,. 
:fection in good as.sociated performance and achievement .n3 
The writer desired to determine, as objectively a·g 
possibleJ to what extent 11 good ass'ociated performance and 
achievement 11 were being attained by the two persons in the 
study. Therefore it seemed advisable to employ the dynamic 
and fruitful method of self-appraisal to measure their pres-
ent practices. 
Evaluation is an important part of administration. 
One of the purposes of this study was to discover a method 
by which the N:ursing Service .Administrative personnel might 
periodically critically review their activities and effectu-
ate changes where indicated. 
1. Thomas H. Nelson, nchanging Concepts of Administration. 11 
.American dOurnal of Nursing, February 1949, Vol. 49, 
No. 2J pp. ?0-73. 
2. Genevieve K. Bixler, nWhat is Research?, tr Nursing 
Research, NewYork, June 19.52,.Vol. I., No.1, p. '7. 
3. Ordway Tead, The Art of Administration, McGraw-Hill Book 
CdmpanyJ Inc., New York, 1951, p. 4. 
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CHAPTER II 
CONTRIBUTIONS OF RELATED LITERATURE 
"Reports of the Committee on Nursing Services 
1 
Administration" and Finer's book, "Administration and the 
Nursing Services, 112 were used as source books. The 
philosophy and principles of administration, as well as the 
analysis of nursing services, presented in these works pro-
vided valuable background material for the present study. 
The United States Public Health Service Manuals 
previously referred to were used as guides for this activity 
analysis. The study techniques presented in the manuals 
were followed, and minor changes made where indicated in 
order to adapt the methods described for use in analyzing 
Head Nurse Activities to an analysis of the activities of 
Director and Assistant Director of Nursing Service. 
1. Nursing Service Administration Seminar, "Reports of the 
Committee on Nursing Services Administration," University 
of Chicago, January 15, - June 9, 1951. Edwards Brothers, 
Inc., Ann Arbor, Michigan, 1952. 
' 2. Herman Finer, Administration and the Nursing Services, 
The Macmillan Company, New York, 1952, p. 333. 
•. ·'!\ 
Goostray' s study of the rtFunctions of Nursing 
Adm.inistrationn1 and the ttHospital Nursing Service Manual"2 
were both help.ful iri determining the classification of gen-
eral .functions and activity areas. A concept of the rela-
tionships and inter~actions of the general functions and 
activities has been graphically presented by the Chicago 
seminarists •3 
Other books_and journal articles on administration, 
research methods and time and activity studies were .found 
to be helpful; therefore, they have been listed in the bib-
liography. 
1. Stella E. Goostray, Unpublished Paper., nWb.at Are the 
Functions of Nursin~ Administration?. What Should a 
'Nursing Adlriinistra ion Malorf include?ff Presented: to 
Boston University School o Nursing, April 9, 1948. 
2. i\Jnerican Hospital Association and the National League of' 
Nursing Education with the assistance of Goostray, 
stella nHospital Nursin~ Service Manual,n National League 
of Nursing Education, 1 90 Broadway, New York, 1950. 
5. Op. cit, p. 12. 
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CHAPTER III 
DISCUSSION OF THE TECHNIQUES USED IN GATHERING DATA 
I Method Used to Obtain Data 
To determine the actual activities and the time con-
sumed in these activities by the Director of Nursing Service 
and the Assistant Director of Nursing Service the following 
method was employed: 
An observer. was employed to shadow the Director .for 
one week for the purpose of recording and timing all activ-
ities in whi~h the Director participated during her on-duty 
hours for that week. In order to provide consistency in 
recording the list of verbs as given in the United States 
Public Health Service ttManual for Use in Studying Head Nurse 
Activities111 was used by the observer. Data was collected 
in such a manner that it showed the number and kinds o.f 
interactions as.well as the person with whom the activity 
was involved. 
The same procedure was used in the analysis o.f the 
activities o.f the Assistant Director of Nursing Service. 
1. Public Health Service, Burea-u o:f Medical Services_, 
Division o.f Nursing Resources_, 11 Head Nurse Power and How 
to Use It_,tt Washington_, D.O._, Federal Security Agency, 
June 1951. 
The employment of the observer was continued for the second 
week for this purpose. 
To facilitate separation of the activities of the 
two people involved, identical activity record sheets were 
used with the exception of the color; white sheets were used 
for the Director and pink sheets for the Assistant. 
II Development .of the Code 
An attempt was made to use the time, activity and 
level code exactly as it was presented in ttThe Head Nurse 
1 Looks At Her Job, u Method II. This method did not seem to 
lend itself to analysis of the functions of the Director and 
Assistant Director of Nursing Service so certain modifica-
tions were made .. 
The questions considered in this study were as ~ol-
1. What did these two people do? (General Functions) 
2. Why did they do it? (In ·what activity area or 
for what purpose?) 
3. With whom did they spend their time? 
Experimental coding was done using the code demon-
strated in ttHead Nurse Power and How to Use It.n2 This did 
1. Ibid., January 1952, p. 80. 
2. Ib ia. , June 19 51, p • 1 
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not seem to be adequate so a two-digit figure was used to 
indicate the activity areas. 
The following code evolved by combining the applic-
able features of both codes presented by the United States 
Public Health Service in their two manuals for use in study-
ing Head Nurse activities and making some modifications. 
1. Roman numerals from I to XII were used to indicate 
the General Functions. 
2. Two-digit numerals from 10, to 90 were used to indi-
cate the Activity Areas, using the numerals within 
the dec.iles between as further subdivisions. 
3. Abbreviations for the title of the person with whom 
any interaction was being carried on were used as a 
guide to be used in tabulation of the data. 
A complete listing of the code used to designate 
General Functions, Activity Areas, and persons with whom the 
activities were involved is given below. 
III The Code 
A General Functions 
Althouo-h it was realized that adminis.tr.at6rs teach, 0 
plan, counsel, direct, etc., continually, it was felt that for 
the purpose .of this study an accurate record of the major 
functions was necessary. Therefore careful analysis of the 
activity records was made and the following General Functions 
7 
were considered as fairly conclusive. 
I. 
. II. 
III. 
IV. 
v. 
VI. 
VII. 
VIII. 
IX. 
X. 
XI. 
XII. 
PLANNING 
DIRECTING 
REVIEWING AND EV .ALUATING 
DISCUSSING 
INTERVIEWING 
REPORTING 
AUTHORIZING AND CONFIRMING 
INTERPRETING 
COUNSELING 
TEACHING 
COORDINATING WITH OTHER DEPARTMENTS 
COORDINATING WITH OTHER UNITS OF THE CENTER 
B Activity Areas 
It was recognized that everything the Director and 
Assistant Director. of Nursing Service did was in the inter-
est of providing better nursing care for patients; however, 
it was deemed desirable to categorize these activities in 
specific areas. 
10. Patient Care 
11. Assignment 
12. Supervision 
13. Individual Problems 
14. Safety 
15. Hospital Policy 
20. Personnel 
21. Individual Problems 
22. Policies of the Hospital 
22a. Policies of other Agencies 
23. Policies and Procedures of the 
Nursing Service Department 
23a. Payroll and,Checks 
23b. Vacations 
24. Government Policies 
25. Applicants 
26. References for Former Employees 
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30. Supply and Equipment 
31. Requisitions 
32. Requests 
33. Replacements and Repairs 
34. Maintenance 
35. Pharmacy 
36. Charges 
40. Staffing (Overall Staffing) 
40a. Part-time Nurses including 
Vacation Staffing 
41. Nurses~ Staff 
42. Hospital Specials 
43. Private Duty Nurses 
44. Nursing Aides 
45. Secretaries 
46. Orderlies 
47. Cooperating with Other Departments 
48. Cooperating with Other Units of 
the Center 
50 . Environment 
51. Safety 
52. Housekeeping 
53. Expansion 
60. Education 
61. In-Service New England Center 
Hospital 
62. Boston University Field Students 
63. Bingham-Kellogg-Boston University 
Regi0nal Nursing Education 
Program 
64. Orientation 
65. Outside Agencies 
66. Materials 
70. Research 
71. This Study 
72. New England Center Hospital 
73. Surveys 
74. Outside Agencies 
80. Self Development 
9 
90. Public Relations 
91. Intradepartmental 
92. Interdepartmental 
93. Inter-Center 
94. Outside Agencies and Individuals 
0 nwith W!homll 
In order to easily designate the persons with whom 
the activity was involved the ~ollowing abbreviations were 
used: 
EGO 
HA 
mA 
HN 
PT 
N 
s 
NP 
Oi.A 
EBKBU 
Self 
Hospital Administrator 
Assistant Hospital Administrator 
Head Nurse 
Patient 
Nurse 
Secret aries 
Non-Professional Personnel 
Ou.tside Agencies 
Educational Director of Binghrun-Kellogg-
Boston University Regional Nursing 
Education Program 
Other Departments o~ the Hospital 
Applicants 
Personal Time 
IV Explanation of Terms Used to Designate 
General Functions 
I. Planning 
~o be coded as Planning the function must be sep-
arate and distinct ~rom other functions. Planning usually 
occurred when the Director or Assistant Director sat down 
to think something through or to plan how something should 
be done.; she would transmit her thoughts into writing in 
which case the thinking and the writing were coded to 
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Planning. If this function was part of another function, 
such as discussing with the Assistant Director plans for a 
meeting, the major function was discussing and therefore 
coded to IV (Discussing). 
II. Directing 
To be coded as Directing the function was purely 
that of directing; that is, telling someone else what to do 
and how to do it, ;such as telling the Secretary what form to 
use in typing a monthly report. 
III.. Reviewing and Evaluating 
To be coded as Reviewing and ·Evaluating the f1mction 
was confined to review, such as looking over the report of 
patient care or making an actual evaluation, such as check-
ing on the quality. of patient care being given. 
IV. Discussing 
To be coded as Discussing, the function was that of 
discussion with ari individual or group as in the illustra-
tion given in I (Planning usually on a subject of controver-
sial nature. 
V. Interviewing 
To be.· coded as Interviewing, the function was in the 
nature of a conversational intercourse to determine the 
other persons point of view, such as the usual pre-employmen 
interview between a nurse and the Director. 
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VI. Reporting 
To be coded as Reporting, the function was that of 
giving factual information to someone, usually in higher 
authority, such as reporting to the Director of the Hospital 
anticipated i~creases needed in personnel to staff a new 
unit. 
VII. Authorizing or Confirming 
To be coded in this function, the action was to give 
permission; be it a special case, such as authorizing an 
Aide to go off duty early to keep a dental appointment, or 
routine such as signing ·Pharmacy reCluisitions. 
VIII. Interpreting 
Interpreting was the translating of the policies and 
procedures of.the Hospital and Nursing Service Department, 
such as explaining _to a staff nurse the vacation policy of 
the Hospital as it related to her situation. (VIII ttwith 
whom" 23b .Area) 
IX. Counseling 
Counseling was the mutual consultation or delibera-
tion such as c,onferring with a member of the staff regarding 
an individual problem that she may have. 
X. Teaching 
Teaching involved only direct instruction, such as 
teaching the Principles of Administration to the Head Nurse. 
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XI. Coordinating with Other Departments 
.To be coded in this category, the ~unction was con-
cerned with departments ot;her than the Nursing Service 
Department within the hospital. An ex~ple of this is 
attendance at .Administrative Meetings. 
XII. Coordinating with Other Unmts o~ the ~ospital 
As the hospital used in this .study is a part of a 
medical center, th~s function was felt a necessity in order 
to code those things that were peculiar to a hospital within 
a larger center, such as conferring with the Directors of 
the other unita of the Center on overall policies. 
V. Explanation of Terms Used to Designate 
Activity Areas 
10. PATIENT CARE 
This iJ:?.cluded only those activities directly related 
to the care of the patient in the hospital. 
11. Assignment 
This activity area dealt with the assigning o~ 
nurses to the wards and in some.cases the placement of 
Private Duty Nurses with consideration o~ matching the nurse 
to the patient .• 
12. Supervision 
Activities in this area included direct supervision 
o~ patient care given on the units as well as indirect 
13 
supervision through Supervisors assigned to the units and 
the Instructor of Nursing Aides. 
13. Individual Problems 
This area was concerned with patient problems only, 
such as one patient's personality conflicting with a member 
of the staff. 
14. Safety: 
In this category, safety applied to patient safety. 
in his own unit or in transit, rather than over-all plant 
safety which is considered under 51. 
15. Hospital Policies 
These were the hospital policies which had direct 
application to the patients themselves, such as the hospital 
policy regarding visiting hours. 
20. PERSONNEL 
The activities which the Director of Nursing Service 
had with Personnel of her own department and those of other 
departments as they affected her work and the operation of 
her department were included in this area. 
21. Individual Problems 
This category consisted of problems which were of an 
individual nature and of concern to the Personnel of the 
Nursing Department, as opposed to patients in category 13. 
. - .. ' ,. . ~ -.-.- J~ :~.r -~ 
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22. Policies of the Hospital 
This activity dealt with the policies of the hospital 
which affected directly the personnel, such as the daily 
hours of Work and the work week. 
22a. Policies of Other Agencies 
It was found advisable further to subdivide category 
22 as, in the case of personnel, many agencies other than 
the hospital became involved, such as the civilian defense 
and the government in relation to labor laws and taxes. 
23. ·policies and Procedures of the.Nursing Service Department 
These were the policies and the procedures of the 
Nursing Service Department as they affected the personnel in 
that department, such as the methods used in channeling 
communications. 
23a. Payroll and Checks 
Activity Area 23 was subdivided because of the 
frequency of questions relating to payroll procedures and 
issuance of checks. 
23b. Vacations 
This subdivision was made because of the season in 
which this study was done. It was nearing vacation time, 
and vacation plans were underway. Probably it would not be 
necessary in a study undertaken at another time of the year. 
15 
24. Government Policies 
This area was included to cover policies and laws of 
both the state and Federal government as they affected Nurs-
ing and Nursing Service Personnel. 
25. Applicants 
As applicants for positions in the Nursing Service 
Department take a large block of the Nursing Service Adminis-
trator's time, this category evolved as a place to record 
this time. 
26~ References for Former Employees-
Proper consideration must be given to writing satis-
factory references. Therefore, time spent in this activity 
area was coded 26~ 
30. SUPPLY AND EQUIPMENT 
To be coded under Supply and Equipment, the 
activity had to relate to the requisitions for supplies or 
for the repair of equipment, whether it was for the physical 
plant or expendable equipment. 
31. Requisitions 
This area applied to all requisitions for supplies 
or equipment, primarily the writing or checking of such 
requisitions. 
32. Requests 
Many requests which were made for supplies and 
equipment needed to be investigated. It was this time that 
16 
was coded 32. 
33. Replacements and Repairs 
The time spent in reviewing the condition of equip-
ment for replacement or repair was considered under 33. 
34. Maintenance 
All matters related to proper maintenance of equip-
ment in use were coded as 34. 
35. Pharmacy 
Pharmaceutical supplies and all matters relating to 
them were coded as 35. 
36. Charges 
It was important that proper charges be made for all 
supplies and equipment used, and the consideration of these 
charges was coded here. 
40. STAFFING 
Over-all staffing was considered under category 40. 
It was further subdivided, as stated below, to show the vari-
ous types of Personnel involved in the over-all staffing 
and w~s, in most cases, self-evident. 
41. Staff Nurses (Regular Full-time) 
42. Hospital Specials 
These were peculiar to the institution where this 
study was done. They were nurses on the hospital payroll 
used to give special care to the acutely ill or newly 
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post-operative patients on an individual basis much as the 
Private Nurse would do. This service was needed, as there 
were no student nurses available in this institution. New 
England Medical Center does not have a School of Nursing. 
43. Private Duty Nurses. 
44. Nursing Aides 
45. Secretaries 
46. Orderlies 
47. Cooperating with Other Departments 
It was frequently advisable to confer with other 
departments in regard to staffing, and time spent here was 
so coded. 
48. Cooperating with Other Agencies of the Center 
As the hospital in which this study was done was part 
of a Medical Center, cooperating with the other units in 
reference to staffing was necessary; hence this category was 
added. 
50. ENVIRONMENT - Consideration of the Physical Plant 
51. Safety 
This applied to all elements of safety and accident 
prevention in the entire physical plant. 
52. Housekeeping 
Th~s applied to all hospital housekeeping and confer-
ences with the personnel in the housekeeping department. 
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53. Expansion 
This category was provided to code the time spent in 
consideration of future expansion of the phys_ical plant. 
60. EDUCATION 
Ail endeavors of an educational nature were grouped 
in this area. 
61. In-Service New England Center Hospital 
This included all activities that were carried on in 
relation to the ongoing in-service program. 
62. Boston University Field Program 
This included all the activities that were concerned 
with having university field students at this unit. 
63. Bingham-Kellogg Boston University Regional Nursing 
Education Program 
Those activities that dealt directly with the part 
this institution played in the operation of this program were 
included here. 
64. Orientation 
Orientation of new personnel was~J@dered an 
educational function that came under the Educational Program 
and was so coded. 
65. Outside Agencies 
Many outside agencies used this hospital for educa-
tional purposes and were coded as 65 for the purpose of this 
study. 
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66. Materials 
The gathering and dissemination of' educational 
materials, such as books and movies, were categorized as 66. 
70. RESEARCH 
With the changing concepts of' Nursing Service and 
the changes taking place in the practice of' Nursing, it was 
considered a part of' the Director's position to keep abreast 
of' what research was going on and, in many cases, to take 
an active part in this research. Time spent thusly, there-
fore, was so coded. 
71. This Study 
The time used for research on this study was coded 
here. 
72. New England Center Hospital 
The research carried on in the institution in which 
the study was done was coded as 72. 
73. Surveys 
Any time spent making surveys or contributing 
information for other surveys in Nursing was coded as 73. 
74. Outside Agencies 
From time to time, requests were made that the 
Nursing Service Director of' a given hospital contribute to 
research being carried on by agencies outside the hospital 
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and outside of Nursing, such as in community projects. Time 
spent in this activity was coded here. 
80. SELF-DEVELOPMENT 
The time on duty that the Director of Nursing Service 
and her Assistant spent in developing themselves in relation 
to their jobs was coded here. 
90. PUBLIC RELATIONS 
To promote and maintain good public relations for 
the hospital, the Nursing Service Director found it necessary 
to spend some time in this endeavor,, and this time was ended 
here. 
91. Intra-departmental - Within her own department. 
92. Inter-departmental - Within the departments of the 
hospital. 
93~ Inter-Center -Within the units ·of the Medical Center. 
94. Outside Agencies and Individuals - Within the communi~ 
VI Method Used to Compile Data 
The activity records were edited and coded daily. 
The time spent on each activity was also computed and re-
corded. Later, this information was transferred onto cards 
to facilitate the compilation of the data collected. White 
and pink cards were used to correspond to the record sheets 
(white for the Director, and pink for the Assistant). 
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In order to determine the total time spent on each 
general function, the white cards were separated according 
to code A (General Functions), and the minutes which had 
been recorded on each card were totaled. 
The same cards were then separated according to 
code B (Activity Area), and similar totals were obtained. 
This procedure was repeated, using Code C, to determine the 
amount of time spent with different individuals. 
These figures were then used to ascertain what 
percentage of the total time had been spent on each general 
function, in each activity area, and with whom. 
Similar computations were made using the pink cards 
in order to obtain comparable totals for the Assistant's 
activities. 
Finally, the totals for Director and Assistant were 
placed in juxtaposition and added together. Percentages of 
total time spent in each area by the persons in these two 
positions were then computed. 
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CHAPTER IV 
FINDINGS AND ANALYSIS OF DATA 
I Presentation of Findings 
The period of time considered in this activity 
analysis totaled 4800 minutes--one 40-hour week (2400 min-
utes) for each of the two persons shadowed. Therefore, the 
statistics obtained were tabulated to show separately and 
then collectively the total time spent_by the Director and 
Assistant Director of Nursing Service in each 11 General Fun~­
tion11 and 11 Activity Area. 11 The figures have been presented 
in terms of total minutes and percentages of time. (See 
tables I and II in Appendix.) Tabulations which indicated 
nwith Whom" this time was spent were made in a similar 
manner. (See Table III in Appendix.) 
The findings presented in tables I, II, and III were 
also arranged to show rank order of descending frequency, in 
terms of time spent. (See tables IV-VI for ttGeneral Func-
tions," VII-IX for "Activity Area:' and X-XII for 11With 
Whom".) 
II Analysis of Data 
Computations made from the findings presented in 
Table VI (see Appendix) showed that three general functions 
consumed 68.86 per cent of the total time considered in this 
study. They were: 
Reviewing and Evaluating 
Discussing 
Planning 
27.54% 
20. 97%" 
20.35%· 
Two other functions, nReportingn and Directing, 11 utilized 
13.16 per cent (6.83 per cent and 6.33 per cent). 11 Personal 
Time 11 accounted for .2. 92 per cent, and 15.04 per cent was 
used in the remaining seven functions: 
Interviewing 
Interpreting 
Authorizing and Confirming 
Counseling 
Teaching 
Co-ordinating with Other 
Departments 
Co-ordinating with Other Units 
of the Medical Center 
3.56% 
3.13% 
2.98% 
2.23% 
1.54% 
1.48% 
.12% 
Analysis of the time spent by each person in the 
separate 11 General Functions" made by comparing statistics 
presented in tables IV and V revealed that differences in 
the rank order of the functions existed which were related 
to the particular position of the person. For example: 
11 Interviewing11 ranked fourth on the Director's list, and 
tenth on the Assistant's; 11 Counseling11 ranked sixth and 
i· -: :~ ." 
.~ r ~· .. ::<-> ,·~-.z· .:.:.~.~:.~;};~~~.::~L.~r-~.::3;:~:~~-;c ~ ,_ 
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eleventh respectively; while 11 Reporting 11 was ninth and fourth. 
This analysis also showed that 3.08 per cent of the Directorts 
time had been spent in direct instruction, coded as X, 11 Teach-
ing.11 None of the Assistant's time had been so coded. "In-
terpreting" had consumed 3.58 per cent of the Director's time 
and 2.66 per cent of the Assistant's. The Director used 
2.08 per cent of her time 11 Co-ordina:ting with Persons in 
Other Departments"; the Assistant used .88 per cent. Both 
persons had spent .12 per cent of their time "Co-ordinati_ng 
with Other Units of the Center. 
A study of the. total time consumed in each n Activity 
Area 11 listed in Table :tx (see Appendix) showed that 65.56 per 
cent of this time had been spent in the following three areas: 
11 Personnel," "Staffing, 11 and 11 Patient Care." nEducationn and 
11 ResearchH accounted for 19.27 per cent (11.48 per cent and 
7.79 per cent); and 6.66 per cent of the total time had been 
spent on 11 Supply and Equipment. 11 The activity area, 11 Public 
Relations, 11 utilized 3.73 per cent, and "Environment," 1.21. 
per cent. 11 Self Development" utilized .65 per cent of the 
time. 
Comparison of figures presented in· tables VII and VIII 
indicated differences (in terms of time spent) attributable to 
the demands of the position: e.g., nPersonnel 11 ranked first 
for the Director, third for the Assistant; "Staffing" first 
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for the Assistant, and third for the Director; the area of 
"Patient Care" was second in emphasis for the Assistant, and 
fifth for the Director; "Supply and Equipment 11 ranked sixth 
for the Director and fifth for the Assistant. "Public Rela-
tions 11 ranked seventh for both persons. The Director had 
spent 1.29 per cent of her time in 11 Self Development, 11 but 
none of the Assistant's time had been coded to that area. 
The figures presented in tables X-XII showed that the 
Director worked by herself 29.46 per cent of her time, while 
the Assistant worked alone 23.25 per cent; and they used 
1 
18.69 per cent of the total time working tqgether. They also 
spent 13.44 per cent of the total time working with "Head 
Nurses," 9.92 per cent with 11 Patients, 11 and 6.33 per cent with 
11 Nurses 11 (including Assistant Head Nurses, Staff Nurses, and 
private duty nurses.) 
Personnel from "Other Departments of the Hospital" 
utilized 4.17 per cent of the total time, and 4.17 per cent 
was spent with 11 Individuals from Outside Agencies." Time 
spent with the Director of the Hospital or his assistant was 
3.06 per cent. 
1. Tabulation shows the Director spent 19.08 per cent of her 
time working with the Assistant Director, whereas the 
Assistant spent only 18.29 per cent of her time working 
with the Director. This discrepancy is because the 
observer did not break down her figures to fractions of a 
minute, but rather figured to the nearest minute. 
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III Discussion of the Analysis 
This detailed analysis of the actual everyday 
activities of the Director and Assistant Director of Nursing 
Service has provided data needed for appraisal of the fulfill-
ment of their functions (in terms of amount of time spent in 
each general function and activity area). These data were 
compared with the list of ttFunctions of a Director of Nursing 11 
1 
as presented in the Hospital Nursin~rvice Manual. (See 
Appendix for comparison.) It was found that some time had 
been spent carrying out all the functions listed except one, 
which did not apply to the situation studied, 11 arranging for 
attractive and healthful housing and living conditions for 
2 
the resident members of the staff. 11 The hospital where this 
study was done did not have a school of nursing, and no 
residence was provided for the graduate nurses. 
The two persons studied had spent considerable time 
in important functions such as, reviewing and evaluating, 
planning, interviewing, and interpreting. Activity areas 
such as personnel, staffing, patient care, education, research, 
1~ American Hospital Association and National League of 
Nursing Education, Hospital Nursing Service Manual, Page 12. 
2. Ibid. 
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and public relations also had received emphasis which is 
considered desirable in Administration. A source for evalu-
ating this emphasis was found in Nelson's article, "Changing 
1 
Concepts of Administration, 11 in which he stated that not 
more than one-third of the administrator's time should be 
spent on checking up on regular operations assigned to others; 
that a second third may be required for maintaining rela-
tionships; and a final third 11 should be spent in planning, 
revising objectives and goals, making ov.er-all plans, and 
making improvements--preferably in personnel and policies, 
. 2 
seldom in methods of operation." How the data from this 
present study might be compare.d with Nelson's description of 
administration is shown below: 
"Checking up on regular operations assigned to others. 1 
Reviewing and Evaluating •. • . • . . . • 27.54% 
Directing . . . . . . . . . . . . . . . . . . . ~ . . . 
Authorizing and Confirming ...... 
6.33% 
2.98% 
36.85% 
1. Thomas H. Nelson, 11 Changing Concepts of Administration," 
American Journal of Nursing, February, 1949, pp. 70-73. 
2. Ibid. 
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11 Maintaining relationships. 11 
Discussing .••••••••..•••••.....••..• 20.97% 
Reporting ••.••..•.•.•.•.•.•.•••••.•• 6.83% 
Interpreting • . • • • • • . • . . . . • • • . • . . . . . • 3.13% 
Counseling . . . . . . . . . . . . . . . . . . . . . . . . . . 2. 23% 
Coordinating with other departments .. 1.48% 
Coordinating with other units ......• .12% 
34.76% 
"Planning, revising objectives and goals, making new 
over-all plans, and making improvements--preferably in per-
sonnel and policies, seldom in method of operation. 11 
Planning • • • . • . • • . • • • • • • . . . . . • . • . . • • 20. 35% 
Interviewing • . • • . • . • • . • • . . • • . • . • . . • 3.56% 
Teaching • . • . . . . • . . . • . • . • . • . . . • • . • • • 1. 54% 
25.45% 
This comparison showed that more emphasis needed to be placed 
on planning. Reviewing and evaluating, and discussing were 
two functions which ranked high in terms of percentage of 
time consumed. Otherwise, the data obtained from this study 
compared favorably with Nelson's concept of how the adminis-
trator's time should be spent. It was concluded, therefore, 
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that re-allocation of the time of these two people in order 
to provide more time for planning would be advantageous. 
Review of the amount of time spent in each activity 
area showed some overlapping of duties which were attributable 
to staffing difficulties previously mentioned. One super-
visory position was vacant due to lack of qualified personnel 
available, and one supervisor was on leave of absence to 
study. The two persons considered in the study, however, had 
spent considerable time with personnel and patients, which 
the writer feels is very important. More specific job 
descriptions would be helpful in eliminating the overlapping 
of time spent in some activity areas, such as supply and 
equipment. 
In order to determine if the time and effort of the 
two persons considered in this study had been well spent, 
consideration as to whether the purposes of the Hospital and 
the Nursing Service were being achieved was necessary. 
Gathering data to determine this was not within the scope of 
this study. However, a review of hospital statistics, aver-
age patient census, number of approved educational programs, 
and reports from the research laboratories indicated that the 
Hospital was maintaining a high standard. 
That the Nursing Service Department was accomplishing 
its purposes was determined by reviewing the objectives of 
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that department. It was found from the present .study that 
some time had been spent in the functions and activities 
stated in these objectives. In an effort to determine how 
effective this effort had been, three reports were studied 
and summaries listed below: 
Summary of patient questionnaire replies regarding 
the question: In general, do you feel that you have received 
good, 
average, or 
poor 
nursing care? 
23 excellent or superior 
17 very good 
302 good 
7 average 
1 poor 
350 returned (1952) 
Personnel in charge of any program such as that of the 
Nursing Service Department in the Hospital where this study 
was undertaken would be working to achieve improvement, as 
were the persons in this situation. It was thought 
1. Objectives of the Nursing Service Administration at New 
England Center Hospital. (See Appendix.) 
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significant, however; that out of 350 questions, 342 patients 
felt they had received at least good nursing care. (Some 
indicated very good, excellent; or superior.) 
Another method of evaluating the effectiveness of 
administration was also used--that of study of staff turnover-
because it is normally expected that satisfied personnel 
change positions less frequently. During 1952, the percentage 
of staff (nurses) turnover was found to be 35 per cent. This 
figure did not include per diem personnel, but it did include 
nine nurses who had been employed for a short time, such as 
the students who were studying in one of the colleges and 
would return to their former positions or home hospitals when 
their studies were finished. This compares favorably with 
other institutions. 
The fact that an active in-service program is being 
carried on is another means of contributing pertinent data to 
an evaluation of a Nursing Service Department. Therefore, a 
summary of the 1952--53 program is included here. 
Costs are always a necessary consideration in any 
evaluation. The average cost for ~R~~1ng care_in this 
r lkK r- WI:'-\ .,.., .... ~'1 
Hospital for 1952, was $6.05 per day, which compared favorably 
with comparable hospitals in this locality. 
From the data presented, it is evident that the 
objectives of the Nursing Service were b~ing met and that the 
31 
two persons studied were using their time e~~ectively, even 
though the results o~ the study indicated the need ~or re-
allocation o~ time in some ~unctions and the desirability 
o~ writing more speci~ic job descriptions. 
:.·~ { '.-· 
"vl' ...... ; .:. ... 
'• ~- -~~--
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CHAPTER V 
SUMMARY 
I Conclusions 
From analysis of the coded activity record sheets, it 
was found that 68.86 per cent of the total time considered in 
the study had been spent in three general functions--Reviewing 
and Evaluating, Discussing, and Planning. The three activity 
areas which had consumed the most time were Personnel, Staff-
ing, and Patient Care. The Director and Assistant Director 
worked together 18.69 per cent of the total time, and they 
used 29.69 per cent of the total time with Head Nurses, Pa-
tients, and Staff Nurses. 
The data obtained from this activity analysis were 
compared with available selected criteria for good administra-
tive functioning. It was found that the two persons included 
in the study had spent some time in all the functions and 
activity areas recommended. However, some functions, such as 
Pla~ning and Self Development, should have received more empha-
sis (in terms of time spent). There was also some indication 
of overlapping of duties; for example, both persons had spent 
over 5 per cent of their time working on Supply and Equipment. 
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The data collected were of a quantitative nature 
(in terms of time spent) and did not answer the question: 
11 In terms of optimum attainment of the objective of the Hos-
pital and the Nursing Service, is the time and effort of these 
1 
two people well spent? 11 Therefore, statistics providing 
evaluative material were reviewed; and it was concluded that 
the objectives of the Hospital and of the Nursing Service 
Department were being met with some degree of success, althoug 
complete ac.hievement had not been attained. 
II Recommendations for Changes 
It is recommended that the two persons considered in 
this study re-apportion their time more advantageously--
provide more time for Planning, Teaching, and Self Development. 
It is also recommended that more specific job 
descriptions for the position of Director and Assistant 
Director of Nursing Service be written in order to eliminate 
overlapping of duties. 
III Proposals for Future Studies 
It is proposed that the methods of analysis presented 
in this study be used periodically for similar analysis of 
1. Introduction_, page ii, "Statement of the Problem. 11 
the Nursing Service Department. The findings presented in 
this analysis could serve as comparative data for these 
periodic follow-up studies. 
The code developed for use in this study could be used 
in other analyses of Nursing Service Administration personnel. 
A guide book should be developed for administrative 
personnel to use in evaluating their Nursing Service depart-
ments as an integral part of their plan to effectuate changes 
and improve the nursing care of patients. 
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TABLE I 
TOTAL MINUTES AND PERCENTAGES OF 
TIME SPENT IN GENERAL FUNCTIONS 
ASSISTANT 
GENERAL DIRECTOR OF DIRECTOR OF 
FUNCTION NURSING SERVICE NURSING SERVICE TOTALS 
MIN. % MIN. % MIN. %_ 
I. PLANNING 469 19.54 508 21.17 977 20 .. 35 
II. DIRECTING 138 5.75 166 6.92 304 6.33 
III. REVIEWING & 
EVALUATING 595 24.79 727 30.29 1322 27.54 
IV. DISCUSSING 495 20.63 512 21.33 1007 20.97 
v. INTERVIEW""' 
ING 158 6.58 13 .54 171 3.56 
VI. REPORTING 78 3.25 250 10.42 328 6.83 
VII. AUTHORIZING 
& CONFIRMING 88 3.66 55 2.29 143 2.98 
VIII. INTERPRETING 86 3.58 64 2.66 150 3.13 
IX. COUNSELING 96 4.00 11 .46 107 2.23 
X. TEACHING 74 3.08 0 0. 74 1.54 
XI. COORDINATING 
WITH OTHER 
DEPARTMENTS 50 2.08 21 .88 71 1.48 
XII. COORDINATING 
WITH OTHER 
UNITS OF THE 
CENTER 3 .12 3 .12 6 -~]2 
00. PERSONAL 70 2.92 70 2.92 140 2~;· g~:;: 
TOTALS 2400 99.98 2400 100.00 4800 99.98. 
TABLE II 
TOTAL MINUTES AND PERCENTAGES OF 
TIME SPENT IN EACH ACTIVITY AREA 
ASSIS!f'ANT 
DIRECTOR OF DIRECTOR OF 
AREA NURSING SERVICE NURSING SERVICE TOTALS 
MIN. % MIN. % MIN. % 
10. PATIENT CARE 249 10.38 630 26.25 879 18•31 
20. PERSONNEL 767 31.95 521 21.71 1288 26.83 
30. SUPPLY & 
EQUIPMENT 137 5.71 183 7.63 320 6.66 
40. STAFFING 319 13.29 661 27.54 980 20.42 
50. ENVIRONMENT 50 2.08 8 .33 58 1.21 
60. EDUCATION 292 12.17 259 10.79 551 11.48 
70. RESEARCH 360 15.00 14 .58 374 7.79 
80. SELF-
DEVELOPMENT 31 1.29 0 -- 31 .65 
90. PUBLIC 
RELATIONS 125 5.21 54 2.25 179 3.73 
00. PERSONAL 70 2.92 70 2.92 140 2.92 
TOTALS 2400 100.00 2400 100.00 4800 100.00 
.. 
TABLE III 
TOTAL MINUTES AND PERCENTAGES INDICATING 
TIME SPENT WITH DIFFERENT INDIVIDUALS 
AISSISTANT 
DIRECTOR OF DIRECTOR OF 
. WITH WHOM NURSING SERVICE NURSING SERVICE TOTALS 
MIN~ % MIN~ % MIN. % 
SELF 707 29.46 558 23.25 1265 26.35 
DIRECTOR OR 
ASSISTANT OF N~ s. 458 19.08 439 18.29 897 18.69 
HEAD NURSES 211 8. 79 434 18.08 645 13.44 
HOSPITAL ADMINIS-
TRATOR & ASST. :7-3 3.04 74 3.08 147 3.06 
PATIENTS 113 4.71 363 15.13 476 9.92 
NURSES 131 5.46 173 7.21 304 6.33 
SECRETARIES 174 7.25 61 2.54 235 4.99 
NON-PROF. PERSONNEL 31 1.29 79 3.29 110 2.29 
INDIVIDUALS FROM 
OUTSIDE AGENCIES 175 7.29 43 1.79 218 4.54 
EDUCATIONAL DIR. OF 
B-K-BU PROG. 71 2.96 15 ~ 62 86 1.79 
OTHER DEPARTMENTS 
OF HOSPITAL 113 4.71 87 3.63 200 4.17 
APPLICANTS 73 3.04 4 .17 77 1.60 
PERSONAL TIME 70 2.92 70 2.92 140 2.92 
TOTALS 2400 100.00 2400 100.00 4800 100.00 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
TABLE IV 
DIRECTOR OF NURSING SERVICE 
TIME CONSUMED IN EACH GENERAL FUNCTION, 
ARRANGED IN RANK ORDER OF 
DESCENDING FREQUENCY 
GENERAL FUNCTION MIN. 
III. Reviewing and Evaluating . .. . ... . 595 
IV. Discussing . . . . . . . . . . . . . . . . . . . 495 
I. Planning . . . . . . . . . . . . . . . . . . . . . 469 
v. Interviewing . . . . . . . . . . . . . ~ . . . 158 
II. Directing . . . . . . . . . . . . . . . . . . . . 138 
IX. Counseling . . . . . . . . . . . . . . . . . . . 96 
VII. Authorizing and Confirming . .. 88 
VIII. Interpreting . . . . . . . . . . . . . . . . . 86 
VI. Reporting . ................... 78 
x. Teaching . . . . . . . . . . . . . . . . . . . . . 74 
00. Personal . . . . . . . . . . . . . . . . . . . . . 70 
XI. Coordinating with other Depts. 50 
XII. Coordina:ting with other Units 
of the Center . . . . . . . . . . . . . . 3 
% 
24.79 
20.63 
19.54 
6.58 
5.75 
4.00 
3.66 
3.58 
3.25 
3.08 
2.92 
2.08 
.12 
2400 99.98 
l. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
ll. 
12. 
13. 
TABLE V 
ASSISTANT DIRECTOR OF NURSING SERVICE 
TIME CONSUMED IN EACH GENERAL FUNCTION, 
flJtRANGED IN RANK ORDER OF 
DESCENDING FREQUENCY 
GENERAL FUNCTION MIN 
III. 
IV. 
I. 
VI. 
II. 
oo. 
VIII. 
VII. 
XI. 
v. 
IX. 
XII. 
x. 
Reviewing and Evaluating 727 
Discussing •...•....•••••••••• 512 
Planning . . . . . . . . . . . . . . . . . . . • • 508 
Reporting . .................... . 
Directing . ......... ·•· ..... ~ ...... . 
Personal ........................ . 
I 
Interpreting •....••••• ~ ••.• :. 
Au~horizing and Confirming ••• 
Coordinating with;other Depts. 
Interviewing •...• : .•..•••.••• 
Counseling .............. tt ..... . 
Coordinating with.other Units 
of the Center ••.•.•••.••••• 
Teaching ..................... . 
250 
166 
70 
64 
55 
21 
13 
11 
3 
0 
30.29 
21 .. 33 
21.17 
10.42 
6.92 
2.92 
2.66 
2.29 
.88 
e54 
.46 
.12 
0. 
2400 100.00 
1. 
2 .. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
13. 
III. 
IV. 
I. 
VI. 
II. 
v. 
VIII. 
VII. 
00 
IX. 
X. 
XI. 
XII. 
T.ABLE VI 
DIRECTOR AND ASSISTANT DIRECTOR 
OF NURSING SERVICE 
TIME CONSUMED IN EACH FUNCTION, 
ARR.AN"GED IN RANK ORDER OF 
DESCENDING FREQUENCY 
Reviewing and Evaluating . . . . . . . 
MIN. rtfo 
1322 
Discussing • . • • . . • • . • • • • . • • .. • • • 1007 
27.54 
20.97 
20.35 Planning . . . . . .. .. . . . . . . . . .. . . . . . . 977 
Reporting .......... ._ .......... . 
Directing ...................... . 
Interviewing 
Interpreting 
• • • • • • • • • • • • • • • e • • 
Authorizing and Confirming •••• 
Personal ..•......•••.••.••.••• 
Co"Lmseling .................••• 
Teaching ...................... ... 
Coordinating with other Depts. 
Coordinating with other Units 
of the Medical Center •.••.•• 
328 
304 
171 
150 
143 
140 
107 
74 
71 
6 
6.83 
6 .. 33 
3.56 
3 .. 13 
2.98 
2.92 
2.23 
1.54 
1.48 
.12 
4800 99.98 
1. 
2. 
3. 
4. 
5. 
"6. 
7. 
8. 
9. 
10. 
TABLE VII 
DIRECTOR OF NURSING SERVICE 
TIME CONSUMED IN EACH ACTIVITY AREA 
ARRANGED IN RANK ORDER OF 
DESCENDING FREQUENCY 
ACTIVITY .AREA 
20 Personnel . . . . . . . . . . . . . . . . . . . . . . . 
70 Research . . . . . . . . . . . . . . . . . . . . . . . . 
40 Staffing . ........................ 
60 Education . . . . . . . . . . . . . . . . . . . . . . . 
10 Patient Care . ................... 
30 Supply and Equipment ........•.•• 
90 Public Relations . . . . . . . . . . . . . . . . 
00 Personal . . . . . . . . . . . . . . . . . . . . . . . . 
50 Environment . . . . . . . . . . . . . . . . . . . . . 
80 Self-Development . . . . . . . . . . . . . . . . 
MIN. cfo 
767 31.95 
360 15.00 
319 13.29 
292 12.17 
249 10.38 
137 5.71 
125 5.21 
70 2.92 
50 2.08 
31 1.29 
2400 100.00 
l. 
2. 
3. 
4 .. 
5. 
6. 
7. 
8. 
9. 
10. 
.· . 
TABLE VIII 
ASSISTANT DIRECTOR OF NURSING SERVICE 
TIME CONSUMED IN E.ACH .ACTIVITY AREA 
.ARR.ANG ED IN RANK ORDER OF 
DESCENDING FREQUENCY 
MIN. _% 
40 Staff'ing .......................... . 
10 Patient Care ••........•••..•.••• 
20 
60 
Personnel 
Education 
. . . . . . . . . . . . . . . . . . . . . . . 
. . . . . . . . . . . . . . . . . . . . . . . 
30 Supply and Equipment ••.•••••.••• 
00 Personal ....................... . 
90 Public Relations ••..•...•.•••.•• 
70 Research .......... • ............. . 
50 Environm.ent ........ , .......... * ••• 
80 Self-Development •..•.•..••.••••• 
661 
630 
521 
259 
183 
70 
54 
14 
8 
0 
27.54 
26~25 
21.71 
10.79 
7.63 
2.92 
2.25 
.58 
.33 
0 
2400 100.00 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
TABLE IX 
DIRECTOR AND ASSISTANT DIRECTOR OF 
NURSING SERVICE 
TIME CONSUMED IN EACH ACTIVITY AREA 
ARRANGED IN RANK ORDER OF 
DESCENDING FREQUENCY 
MIN. 
20 Personnel • • • . • . • • • . • • • • • • • • . • • • . • l288 
40 Staffing ..................... , .~.-t • • • • 980 
10 Patient Care • • • • . • . . • . • • • • • • . . • • • 879 
60 Education ............... 'W ~ • • • • • • • 551 
70 Research .......... -e • • • • •. • • • • ... • • • • • • 374 
30 Supply and Equipment •.••••••••••• 320 
90 Public Relations ••••••..•..•••• $ • • 179 
00 Per,s onal .. . . . . . . . . . . . . . . . .. . . . . . . . . 140 
50 Environment . • • . • • • • . • • .. • . • . • • • • • • 58 
80 Self Development . . . . . . . . . . . . . . . . . 31 
26.83 
20.42 
18.31 
11.48 
7.79 
6.66 
3.73 
2.92 
1.21 
.65 
4800 100.00 
00 
TABLE X 
DIRECTOR OF NURSING SERVICE 
TIME CONSUMED WITH DIFFERENT INDIVIDW~S 
ARRANGED IN RANK ORDER OF 
DESCENDING FREQUENCY 
MIN. 
l. Self .........•..•....••.••...••• 707 
2. Assistant Director of Nursing 
Service •••......•. ~ ....• ~..... 458 
3. Head Nurses (Including Supervisors, 
P.H. Integrator, I.V. Nurse and 
Instructor of Nursing Aides) •• 211 
4. Outside Agencies and I~dividuals 
(Including B. U.) • • • . . . .. . . . . • • . 175 
5. Secretaries • . . . . . . • • . • • . • . . • . • • • 174 
6. NUI'ses . . . . . • . . . • . . . . . . • . • • • • • . • • 131 
7. Patients . . . . . . . . .. . . . . . . . . . . . . .. . . ll3 
8. Other Departments of the Hospital 113 
(Personnel, Purchasing, Account-
ing, Payroll, Library, Telephone 
Op., Physicians, Dietary, 
Pharmacy, Health Off., House-
keeping, Maintenance, Labs., 
Record Room, Boston Dispensary, 
Public Relations.) 
9. Hospital Administrator and Asst.. 73 
10. Applicants • .. . . • . . • • • • . . . • . . . . • • • 73 
ll. Educational Director, B-K-BU 
Progi?am ........................ . 
12. Personal Time ..................• 
71 
70 
13. Non-professional Personnel...... 31· 
2400 
29.46 
19.08 
. 8. 79 
7.29 
7.25 
5.46 
4.71 
4.71 
3.04 
3.04 
2.96 
2.92 
.13 
lOO.OO 
00 
TABLE XI 
ASSISTANT DIRECTOR OF NURSING SERVICE 
TIME CONSUMED WITH DIFFERENT INDIVIDUALS 
ARRANGED IN RANK ORDER OF 
DESCENDING FREQUENCY 
MIN. 
1.~ Sel~ .................................... 558 
2. Director of Nursing Service • • . . . • • . 4Z>9 
3. Head Nurses (Including Supervisors, 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
P.H. Integrator, I.V. Nurse and 
Instructor of Nursing Aides •....• 
Patients ............................ . 
N1.1rses ............................. -8 .. . 
Other Departments of the Hospital •• 
Non-professional Personnel •...•.••• 
Hospital Administrator and Assistant 
Personal Time ..... *" ••••••••••••••••• 
Secretaries ....................... . 
Outside Agencies and Individuals ...• 
Educational Director, B-K-BU Progrrum 
Applicants ........................ • .. 
434 
360 
173 
87 
79 
74 
70 
61 
43 
15 
4 
2400 
23.25 
18.29 
18.08 
15.13 
7.21 
3.63 
3.29 
3.08 
2.92 
2.54 
1.79 
.62 
.17 
100.00 
00 
TABLE XII 
DIRECTOR AND ASSISTANT DIRECTOR 
TIME CONSUMED WITH DIFFERENT INDIVIDUALS 
ARRANGED IN RANK ORDER OF. 
DESCENDING FREQUENCY 
l. Self ............................ ~ .. "'" ... . 
2. Director or Assistant Director ..... 
3. Head Nurse ......................... . 
4. Patients ............................ . 
5. N1.1rses .............................. . 
6. Secretaries • •••••••••• * •••••.••••••• 
7. Individuals from Outside Agencies •• 
8. Other Departments of Hospital •..••• 
9. Hospital Administrator or Assistant. 
10. Persone .. l ·Time ....... -. .............• 
11. Non-professional Personnel •••...•.. 
12. Educational Director 7 B-K-BU Program 
13. ..Applicants .......................... . 
MIN. % 
1265 
897 
645 
476 
304 
235 
218 
200 
147 
140 
110 
86 
77 
26.35 
18.69 
13.44 
9.92 
6.33 
4.99 
4.54 
4.17 
3.06 
2.92 
2.29 
1.79 
1.60 
4800 100.00 
.fD.'· 
,-.1 Form No. 996-10 Millimotorn to Contimotcr 
AMERICAN PAD & PAPER CO., HOLYOKE. MASS. 
~~ 
THE NEW ENGLAND CENTER HOSPITAL 
The New England Center Hospital consists of the 
Joseph H. Pratt Diagnostic Hospital (1938), the Farnsworth 
Surgical Building (1949), and the Ziskind Research Laboratories 
(1948), and is a unit of the New England Medical Center. The 
New England Center Hospital was made possible through the 
generosity of William Bingham, 2nd, for the further develop-
ment of the general medical program of the Bingham Associates 
Fund. The Hospital has a fourfold purpose: 
1. To make available complete diagnostic, medical 
surgicalj and psychiatric services to patients 
of referring physicians; 
2. To provide a hospital extension service to 
affiliated inatitutions; 
3. To offer a medical educational program in co-
operation with Tufts College Medical School for 
doctors and other professional workers; and 
4. To proVide facilities for medical research. 
The Ziskind Laboratories provide facilities for medical researc 
and contribute directly to the effectiveness of all units in 
the Medical Center. The research is carried on by members of 
the staff and is considered an integral part of the Hospital's 
function. Studies are presently being carried on in endo-
crinology, hematology, surgery, cardiology, bacteriology, 
neurology, neuro-surgery, clinical chemistry and cancer. 
OBJECTIVES OF NURSING SERVICE ADMINISTRATION 
AT NEW ENGLAND CENTER HOSPITAL 
1. To provide high quality nursing care at the most economical 
cost to -all patients admitted.~to the hospital. 
2. To secure sufficient competent personnel for the Nursing 
Service Department. 
3. To interpret the philosophy and policies of the hospital. 
4. To promote and practice good personnel policies. 
5. To maintain an on~going program of in-service education 
for all nursing service personnel. 
6. To promote and foster effective and harmonious working 
relations between the Nursing Service Department and all 
other departments of the hospital. 
7. To make available sufficient supplies and safe equipment 
necessary for the efficient operation of the Nursing 
Service Department. 
8. To participate in all programs accepted by the hospital 
administration relative to nursing. 
In considering these objectives, we have accepted the 
following: 11 ••• broad, social concept of total patient 
needs 11 and recognize that it 11 ••• has many implications for 
the nursing department, as to both its activities and the 
competence and attitude of its staff .... 11 
11 
••• The modern concept of adequate patient care inter-
prets that care in terms of total patient needs, whether these 
needs be diagnostic, preventive, or therapeutic; physical, 
psychological, spiritual, or social. It recognizes that 
patient as a person, with an individual personality and with 
individual needs, who has come from a recognized place within 
the family and the community, and must be helped to make his 
adjustment to his condition and his new environment. The 
ultimate objective of adequate patient care is to return the 
individual to his family and cow~unity restored to health and 
productive capacity. In some instances, he must be prepared 
to adjust his living to his physical potentialities .... "1 
1. Hospital Nursing Service Manual, American Hospital Associa-
tion and National League of Nursing Education, New York, 
1950; p. l. 
Summary of Activities Found Present in This 
Study Compared with Those Listed in the 
Hospital Nursing Service Manual 
The Functions of a Director of Nursing 
Include: 
1. Organizing, directing, and supervis-
ing the nursing service, both day and 
night, in order to insure sufficient 
and competent nursing care for 
patients. 
2. Carrying on a continuous analysis and 
evaluation of the nursing service 
rendered. 
3. Keeping the administrator of the hos-
pital informed of the activities of 
the nursing service and any problems 
in relation to the care of patients. 
4. Selecting and recommending for ap-
pointment the members of the nursing 
service personnel, defining their 
respective duties, and establishing 
the general pattern of delegated 
authority and responsibility 
5. Selecting and recommending for ap-
pointment the auxiliary nursing 
personnel, defining their duties, 
and coordinating their activities. 
1. DpL eit. 
Coded in This 
Study as! 
General Function: 
Planning, Direct-
ing, Reviewing, 
and Evaluating 
Activity Area: 
Patient Care, 
Personnel, 
Staffing 
Reviewing and 
Evaluating 
Patient Care 
Reporting 
Interviewing, 
Planning, 
Interpreting 
Personnel 
Staffing 
Interviewing, 
Planning 
Staffing 
Nursing Aide in-
structor assists 
with this. 
6. Securing the physical facilities, 
equipment, and supplies which are re-
quired in earring on the nursing 
service. 
7. Initiating and conducting policy-
forming and problem-solving confer-
ences of nursing service personnel. 
8. Setting up the budgetary request and 
administering the budget appropria-
tion for the nursing service. 
9. Cooperating in the establishment of 
personnel policies which will assure 
reasonable hours and other accept-
able working conditions, adequate 
remuneration, and security of tenure 
which will provide for the intan-
gible values which motivate person-
nel to do their best work. 
10. Administering the personnel prac-
tices under the policies estab-
lished by the governing body. 
11. Arranging for attractive ahd 
healthful housing and living condi-
tions for the resident members of 
the staff. 
12. Providing for health service and 
care in illness for the nursing 
service. personnel in accordance 
with the stated policy of the 
hospital. 
Authorizing and 
Confirming, 
Planning, Co-
ordinating with 
Other Departments 
Supply and 
Equipment 
Teaching, Interpre-
tiE~ 
ucation 
This had been ac-
complished, and 
periodic review 
conferences with 
the accountant did 
not take place dur 
ing the two-week 
period of this 
study. 
Coordinating with 
Other Departments, 
Coordinating with 
other Units 
Personnel 
Interpreting, 
Authorizing and 
Confirming 
Personnel 
Not applicable 
Coordinating wi~h 
Other Departments 
(Health Office) 
Personnel 
I 
13. Arranging for, and participating in, 
programs of in-service education, in-
cluding the orientation of new 
members of the staff. 
14. Encouraging and facilitating the pro-
fessional advancement of the members 
of the nursing service personnel by 
affording opportunities for further 
study and added experience .. 
15. Arranging for the in-service training 
of auxiliary per-sonnel. 
16. Maintaining a record system which 
indicates the qualifications, experi-
ence, and accomplishment of each · 
member of the nursing service 
personnel. 
17. Promoting and maintaining harmonious 
and effective working relationships 
with the administration offices of 
the hospital, the school of nursing, 
physicians, and the various depart-
ments of the hospital and volunteer 
groups and any agencies with which 
they are affiliated. 
18:~ · Mainta~ning. cordi ale re1at1tonshiLJPs' wi"th 
the patients, their families and frien~ 
and interested group in the community. 
19. Interpreting the aims of the nursing 
department to the community through 
reports, participation in community 
meetings, and community contacts. 
20. Attending and participating in pro-
fessional meetings as the representa-
tive of the Nursing Department. 
Planning, Teaching 
Personnel, 
Education 
Counseling 
Education, 
Research 
Delega:ted to 
Nursing Aide 
Instructor 
Reviewing and 
Evaluating 
Personnel 
Coordinating with 
Other Departments 
Coordinating with 
Other Units 
Public· Relations 
Discussing, Inter-
preting 
Pat1ent Care, 
Public Relations 
Discussing, Inter-
preting 
Education, 
Research, Public 
Relations 
Public Relations 
Self Development 
21. Keeping abreast of new developments 
in me¢iical science and nursing edu-
cation in order that necessary 
changes and adaptations may be 
promptly initiated and effectively 
carried out. 
Reviewing and Evalu 
ating, Discussing, 
Coordinating with 
Other Departments 
Education, 
Research, 
Self Development 
In-Service Education Report, 1952-1953 
Nursing In-Service Educational Programs include 
meetings for the following personnel: 
1. Supervisors - Every two weeks 
2. Head Nurses - Every two weeks 
3. Assistant Head Nurses - Every two weeks 
4. Staff Nurses - Every two weeks 
5. Nursing Aides - Training program of six weeks 
6. B-K-BU Program (New England Center Hospital's 
function in this program) 
Report of In-Service Staff Educational Meetings 
1. "Radioactive Isotopes, Use and Handling11 
2. "Newer Clinic Drugs 11 
3. Film: Re: Biennial Convention, Atlantic City 
4. "orthopedic Nursing: Rehabilitation Viewpoint in Nursing 11 
5. 11 Principles of Supervision - Job Satisfaction11 
6. 11 Care of the Amputee 11 
7. 11 Care of the Paraplegic 11 
8. 11 Crutch Walking11 (demonstration) 
9. "Pre-operative and Post-operative Care of Surgical Patient" 
10. "Leukemia 11 
11. "Electrolyte Balance" 
12. "How the Hospital Nurse Can Better Assist the VNA Nurse in 
the Care of Patients" 
l:i!.o,. "Nurse-Patient Relationship in Illness 11 
~'r'· '-.-~: 
'· 
~~; ·~·.,·.:. .. ·. 
' 
,.. 
14. Antibiotics 
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MEMORANDUM 
April 12, 1952 
TO: All Concerned 
FROM: , Director of Nurses 
In order to study accurately the duties of a 
Director of Nurses and her Assistantj 
will observe and record 's activities 
-------------------
April 16, through April 22, and IS 
activities April 23, through April 29. 
On April 14 and 15, observation will be made to 
determine how activities will be recorded. 
During the total pe.riod of observation, conferences 
and activities will be carried on as usual. 
-----···-- ------ --- -----
No. of Personnel: Name Classification Time 
Patient Census: 
Unit Observer Page Number 
NURSE ACTIVITY RECORD 
Date Nurse Observed: Position Name 
Line · C odej Code I 
Qerb I Who I I ACTIVITY Line No. No. Time a 1 b What · Why - Problem or Reason for Activity 
1 I I 1 
-- I -i 2 2 
3 3 
--
- ' 
~~.:C~~+'>l:l~~~~~'t."I'.OC-:QQ-.;P.o&."7 
-
4 4 
5 5 
6 6 
7 7 
8 8 
9 
. 9 
10 10 
11 11 
.~ Fe---=-
12 12 
13 13 
...,~=-... _...,.,.~..;r....=-• ...,.,.,.._,_ -.......-:•-==-.,.,_~·--=--r••· ......... 
j 
------
Unit Observer Page Number 
NURSE ACTIVITY RECORD 
Date Nurse Observed: Position Name 
---
Line Code Code ACTIVITY Line 
No. Time a b Verb Who: What: Why No. 
1 1 
2 2 
3 3 
~,........,;v;=vcr~~..:-~.la!&D.~...,g~..,..-.,vnv.c: .• .. ..._. ....... -=-:: 
4 4 
5 , 5 
6 ' 6 
.J 
I 
r, 
7 t 7 ,, 
8 8 
9 9 
10 I 10 
11 11 
12 12 i 
13 13 
14 14 
--
15 ' i 15 
Unit ----------------~~ 
Day 
With Whom 
' . 
...... 
"1:. ··: .. :;-, 
,_, 
-· ,·:'·' ,.-'·.~: 
. ;-,, _,-.. ,---;......,----.,----.,..,--..,---,-~,----,---;---'---,--. - ... -. ------. -. -.. -.·,-,_ --',--_,11 
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TABLE VI 
I II m IV v !! VII !ll! IX X XI XII 
- - -
::f tlD :f ::f :f :f :fkUl :fk~ ~ or4 :f ....tCD.P ....tCD.P ~ tlD s:= i ..... ..., ..... .P.c:IR +'.cl k R tlD R or4 ..... ~rg~ CD ..... ..... ~b ~ «S +' CH CD Gt .-to s:= or4 iod~ l'Jl CD k CD .cl ROO.P GS....t a 
..., Ol ..... e Ol () ..... ..., ..... R ..., k.P () CD~~ ~ t OGS....t § GS od.clk 'O_c:IOlCD 0 CDO CD ..... .... () .cl CH Q) CD k.Paj k.P.f-)0 E-t ~§ k ~ GS Ol CD ~ R ..., 0 E-t oi P4 Oi....t .... E ~ ~ ..... ~ 0 R 0 0 CD 0 R OJZ. P4 Q 0 H 0 Q 0 p H 
ACTIVITY ARKl 
10. PATIENT CARE 6 187 26 5 2 226 
2 7 423 1 6 568 
11. ASSIGNING 0 
5 2 7 
12. s'DPERVliiiON 0 
0 
13. INDIVIDUAL PROBLEMS 2 2 4 
1 6 11 20 4 4 46 
.14. SAFETY 3 2 1 10 16 
5 1 6 
15. HOSPITAL POLICY 3 3 
1 2 3 
20. PERSONNEL 0 
5 5 
21. INDIVIDUAL PROBLEMS 5 19 19 47 3 5 1 66 165 
3 10 21 17 6 1 11 79 
22. POLICIES OF THE HOSP. 2 3 5 l3 12 2 37 
2 8 8 18 2 2 5 1 46 
22A POLICIES OF OTHER 25 3 28 
AGENCIES 7 2 9 
23. POLICIES & PROCEDURES 4 22 63 49 20 64 4 226 
OF NURSING SERVICE 
DEPARTMENT 126 8 29 102 20 9 5 299 
23l PAYROLL & oiD!dKS 5 l5 23 4' 2l l3 14 1 96 
5 24 1 1 1 5 1 38 
23B VACATIONS 1 1 1 6 9 
3 1 4 
24. GOVERNMENT POLICY 6 10 2 2 20 
1 1 2 
25. APPLICANTS l2 17 34 17 60 13 1 17 l7l 
3 3 3 4 4 2 6 25 
26. REFERENCES FOR 6 4 4 1 15 
FORMER EMPLOYEES 11 3 14 
30. SUPPLY AND EQ,UIPMENT 0 
10 7 6 1 1 25 
31. REQ,UISITIONS 4 2 6 
3 15 3 1 22 
32. REQ,UESTS 3 10 1 7 21 
8 11 2 2 8 9 40 
I II III IV v VI VII vrn IX X XI XII TOTALS 
33. REPLACEMENT & REPAIR 18 1 9 8 2 38 
2 4 10 24 3 43 34. MAINTENANCE 17 1 10 8 36 
8 11 11 2 7 3 42 
35. PHiRMICY 8 14 1 8 5 36 
3 4 3 10 
36. CHA.RGES 0 
1 1 
40. stAFFING (OVERALL 74 40 b3 3 34 204 
STAFFING to 192 16 32 68 58 12 358 
40A. PART-~ Nu:asES l.N- 3 3 10 5 21 
eLUDING VACATION 
ST~ 65 1 8 26 100 41. STAFF 5 11 :; 11 3 6 4 45 
2 11 16 36 15 2 7 89 
42. HOSPITAL SPECIIL'3 1 2 2 5 
2 1 3 
43. PRIVATE DUTY NO!G§F.S 4 2 6 
1 15 10 17 4 10 2 59 
44. NOHBiS llDES 5 5 
5 6 8 10 3 1 33 
45. SECRETARIES 1 3 9 1 14 
8 8 
46. oRDERLIES 5 1 4 10 
1 2 3 
47. COOPEHiTiRG WITH 5 3 8 
OTHER DEPAR'IMENTS 1 1 2 1 5 
cooPmTING WITH OTHER 4 0 48. 
UNITS OF THE CENTER 2 1 3 
50. kNviRONMENT 5 0 
3 3 
51. SDETf 2 6 3 11 
3 3 
HbusitK !CIPING 4 2 10 • fJ 39 52. 11 "10 
0 
53. EXPANSION 0 
2 2 
60. iDUCITioN 0 
0 
6l. IN:SERVICE N.R,O.B. 105 1 3 14 1 16 140 
57 42 43 2 144 
62. B. U. FIELD STUDEN'"l's 19 1 27 23 70 
2 8 10 
63. B-K-BU PROGR1M 5 12 5 22 
2 9 3 30 2 3 6 55 
64. ORIENT4\TION 0 
6 6 
65. OUTSIDE PROGRAMS 10 3 13 
0 
66. iiiTiR!.u.s 11 24 16 2 47 
26 10 3 3 2 44 
I II III 
70. RESEARCH 
71. THIS s•I'obf 1 1 27 
72. N.E.C.H. 6 2 4 
73. soRviis 137 
74. OUTSIDE GENOIES 1 2 35 
so. SELF DEVitoPMlltT 30 
90. PUBLIC RELIT!oN8 
9l. INTHIDDIR1'i4ki1Jill 28 
1NTiRDEfARTiENTlL 
4 5 
92. 15 1 
93. INTER-CENTER 1 
4 
2 2 
94. o01'SfDE 1GENCIES 4 3 21 
1 1 
1. TOTALS 
DIRECTOR OF N.S. 469 138 595 
2. TOTALS 
ASSISTANT DIRECTOR 
ot N.S. 508 166 727 
3. GRAND TOTAL 977 304 1322 
IV v VI VII VIII 
65 35 8 
3 
20 1 
8 3 
1 
4 
7 2 2 
16 
2 
5 
9 8 6 
2 
495 158 7 88 86 
512 13 250 55 64 
1007 171 328 143 150 
PERSONAL TIME 70 MINUTES EACH 
tt · x XI XII 
15 
5 
1 
3 
96 74 50 3 
11 0 21 3 
107 74 71 6 
TOT.u.s 
0 
0 
137 
3 
48 
11 
137 
0 
38 
0 
3l 
0 
0 
15 
32 
9 
32 
20 
7 
6 
54 
4 
2330 
2330 
4660 
140 
4800 
